SL. claty

SoLounly hoecolds Lenter aid ardhrives No C-647
. . RECORDS RETENTION AND DISPOSAL SCHEDULE Page
) No. | DL
. Agency Division
St.Mary's County Office on Aging -In-Home Services
Item
No. Description Retention

L. In~Home Service Aide Reporting Forms
Tally sheet forms used by Adies to report daily Retain 1 year, then destroy.
service activities to clients. Each form
summarizes a month's service for one client.

Forms are used to compile units of service for
quarterly reports.

2. Time Sheets /
Copies of time sheets for Senior Aides. Time Retain 3 years. Retain
sheets are filled out by the aides, reviewed by current year and 1 year prio:
supervisor and signed by aides. Originals sent in office, then transfer to
to State Office; copies held in local office for County Records Center and
reference. Archives.to be held for 2 years

then destroy.

3. Administrative Files

‘ Copies of grants, budget printouts, printed Retain 1 year or until
reference and promotional materials, correspondence, | administrative value ceases,
blank forms copies of personnel files (originals then destroy.
with State Office) and worksheets for reports.

4, Log-in Sheets
Phone log for client messages. Entries contain Retain 1 year, then destroy.
name of caller, message and aide relayed to.

Information was included in units of service for
quarterly reports.

5. Senior Coordinated Community Care~Client Files
Active (Gateway II)

Folders on active clients containing STEPS Retain in office until

0 evaluations (done by Health Department), intake transferred to inactive file
forms, income criteria information. (see item 6).

6. Senior Coordinated Community Care - Clients Files-
Inactive (Gateway II)
Client folders containing STEPS evaluations, Retain 7 years'after death
eligibility forms and personal history forms for of client. Retain 1l year in
former participants in program. office, then transfer to Cou
Records Center and Archives.

‘ Schedule apBroved by Department,
Agency, or Division Representative

S i, Mol Qs Fygoom

Signature Title Date G- -99

State Archivist

‘Schedule authorized by and destroy after

6 years.

) i

Date'
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RECORDS RETENTION AND DISPOSAL SCHEDULE No. C-647

(Continuation sheet)

Page
No., ;Uﬂol’

Item
No. Description Retention
7. Senior Coordinated Community Care--Administrative
Copies of line~item expenditures, intake forms, Retain for 1 year or until
fiscal worksheets, contracts and invoices related administrative value ceases.
to Senior Coordinated Community Care program. then destroy.
All of the fiscal information is non-record copies.
8. Lifeline Services
Printed materials, promotional materials, Retain printed materials
monthly monitor reports. All bills related to until superceded or until
monthly reports filed with Fiscal division, administrative value ceases,
reports contain notices of any problems. then 'destroy.  Retain
monthly reports for 1 year,
then destroy.
9. Respite Care Program

Files of applications of Respite Care Program
workers and references. The Respite Care Program
was transferred to Department of Social Services
and names of workers given to the Dept.

s s

Retain 1 year from date
of last application, then
destroy.

e
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| ev7

IHSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES \
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

REVISED RECORD SERIES, FORWARD 7278 WATERLOO RQAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 ('

PAGE OF L
(DGS 880-1) JESSUP, MARYLAND 20794

DEFARTMENT / AGENCY 2. DIVISION 3. UNIT
St. Mary's County Office on Aging In-Home Services

DEFINITION-RECORD SERIES.M OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSES

E 4. RECORD SERIES TITLE ' ) 5. EARLIEST YEAR/LATEST YEAR
+ Respite Care Program Inactixg ... TO

6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND
‘IN THE SERIES. INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFIES)

Files of applications of respite care workers and references. The Respite Care
Program was transferred to Department of Social Services and names of workers given
to that department.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O LETTER S1ZE O MICROFILM XE ALPHABET 1 CAL S{FILE DRAUER(:)( |

MICROFILM REEL(S

X@ LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL ! O COMPUTER TAPE(S)
NUM

&)LND BOOK O FLOPPY DISK 0O CHRONOLOGICAL ) 0O OTHER(SPECIFY)

u} o a
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ACCUMULAT 1 ON

0 OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
ROMBER O COMPUTER TAPE(S)
O OTHER(SPECIFY )
FILE 1S USED 12. FILE BECOMES INAGTIVE AFTER

transfer
O palLY 0 WEEKLY D MONTHLY RUMEER O MONTH(S) O YEAR(S)

' 13, CURRENT LOCATION(S] (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

. . tir ves, speciry sraEncy or orFrice)
Garvey Center - In-Home Services office 0 yEs B%No

15. ACCESS RESTRICTIONS XX® YES 0O No 16. AUDIT REQUIREMENTS

{1F vyes, ciTE LAW(S8) & REGULATION(S)
RXNONE U STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YRS.E)XPLAIN

18. RECOMMENDED RETENT JON
BREIEFLY AND DESCRIEE ANY HARDRARE/SOFTWARE )

Retain 1 year after last application filed,
then destroy. '

0 yes B no

t9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

Jan Blodgett/County Archivist (301) 475-7844

DGS 550-4 (REVISED 2/87)




IHSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD

cb7
AGENCY RECORDS INVENTORY

St. Mary's County

Office on Aging

P.O. BOX 278 PAGE ;L oF ?
(DGS 350-1) JESSUP, MARYLAND 20794
DEFARTMENT / AGENCY 2. DIVISION 3. UNIT

In-Home Services

DEF INIT1ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FI1LED

| 4. RECORD SERIES TITLE

REFERENCE AS RELL AS RETENTI!ON AND DISPOS

+ In-Home Services Aide Reporting Forms

AND USED AS A UNIT FOR

1TION PURPOSER
5. EARLIEST YEAR/LATEST YEAR
L2286, TO _1989

i 6. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

'IN FHE SERIES.

INCLUDE THE PURPOBE OR FUNCTION OF THE SEFRIES )

Tally sheet forms used by Senior Aides to report daily service activities to clients.
Each form summarizes a month's service for one client.
units of service for quarterly reports.

Forms are used to compile

7. RECORD SERIES FORMAT(S)
® LETTER SIZE O MICROFILM
O LEGAL SIZE O COMFUTER TAPE

&ouqo BOOK O FLOPPY DISK

0O Aupio TAPE O VIDEQO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHAEETICAL
O NUMERICAL
XX CHRONOLOG I CAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

s& FILE DRAWER(S)
0O MICROFILM REEL(S)
2 O COMPUTER TAPE(S)

NUMBER o orypp(sPECIFY)

10. ANNUAL ACCUMULAT JON
XX FILE DRAWER(S)

O MICROFILM REEL(S)
mm%nwﬂ COMPUTER TAPE(S)

[w] OTHER(SPECIFY )

I'11. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY *0 MONTHLY *& MONTH(S) O YEAR(S)
RUNMEEY
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

Garvey Center - In-Home services office

{ir vyes, spEcIFY r0ENCY OR OFFicCE)
0O YyEsS XH NO

15. ACCESS RESTRICTIONS HXYES 0 No
(1" vyes, ciTeE LAwW(8) & rREGULATION(S)
MD Annotated Code, State Government §10-616c¢

16. AUDIT REQUIREMENTS

WXNONE O STATE O FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED?! {(i® YES.E)PLAIN

BRIEFLY AND DESCRIEE ANY HARDRUARE/SOFTWARE )

0 YEs % NO

18. RECCMMENDED RETENT ION

ayer ST

PN

R in 1 yea hen .destro¥ . -~~~y i

etain year, t Laalios b YL -;.ﬁ%iJ; E
whe

SR YT B )
2 v
; : K
3 s IS -
; i
1

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE °

Jan Blodgett/County Archivist (301) 475-7844 9/7/89

DGS 3550-4 (REVISED 2/87)




IHSTRYCTIQUNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERJES, FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

cby7
AGENCY RECORDS INVENTORY

727% WATERLOO ROAD

P.O, BOX 273 PAGE 3 oF 7
({DGS 380-1) JESSUP, MARYLAND 20794
DEFARTMENT /AGENCY 2. DIVISION 3. UINIT

St. Mary's County

"Office on Aging .

In-Home Services

PEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS RELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
Time Sheets - Senior Aides

1TION PURPOBES

AND USKED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1986-T10 _1989

I

6. RECORD SERIES DESCRIFPTION (DRIIPLV DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/FOM FOUND

‘IN THE SERIES.

Copies of time sheets for Senior aides.
reviewed by supervisor and signed.

in local office.

INCLUDE THE PURPOBE OR FUNCTION OF THE SEFIES )

Time sheets are filled out by the Aides,
Originals are sent to State Office; copies held

7. RECORD SERIES FORMAT(S)

AX LETTER SI1ZE O MICROFILM

0 LEGAL S1ZE U COMFUTER TAPE
&omn BOOK O FLOPPY DISK
DO AublO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL

XXX CHRONOLOG I CAL,

9. VOLUME
X% FILE DRAWER(S)
O MICROFILM REEL(S)
l_D COMPUTER TAPE(S)
NUMBER 0 orrER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
B FILE DRAVER(S)

O MICROFILM REEL(S)
nm%m O COMPUTER TAPE(S)

0 OTHER({SPECIFY)

10.

" piLe 1S UsSED 12. riLE BECOMES INACTIVE AFTER
O palLY 0 WEEKLY G MONTHLY J!Eé!ﬂ' O MONTH(S) ¥xXYEAR(S)
' 13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?
Garvey Center - In-Home Services Office {ir ves, sPeciFy roEncy or orricE)
@ YES D NO gtate Office on Aging
15. ACCESS RESTRICTIONS =X YES O No 16. AUDIT REQUIREMENTS
(1r vyEs, ciTE LAW|8) & rREGULATION(S)
MD Annotated Code, State Gov. §10-616h Q@ NONE O STATE 0D FEDERAL 0O INDEPENDENT

17.

OvyeEs B NoO

IS AN INDEX SYSTEM USED? (1r YES.E}PLAIN
BRIEFLY AND DESCRIBE ANY HARDRUARE/SOFTWARE )

RECOMMENDED RETENT JON -

Retain 3 years.
1 year prior in office, then transfer to
County Records Center and Archives.

Retain current year and

l!. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER
(301) 475-7844

DATE
9/7/89

21.

DGS 350-4 (REVISED 2/87)




INSTRUSTICONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

Cld7
AGENCY RECORDS INVENTORY

PAGE L/

OF?

DEFARTMENT / AGENCY 2. DIVISION

St. Mary's County

Office on Aging

3. UNIT
In-Home Services

DEF INIT | ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY WILED AND USED AS A UNIT FOR

I a,
!

“ Administrative Files

RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

THE SERIES.

and quick reference.

| 6. RECORD SERIES DESCRIPT ION (lRlKPLV DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

INCLUDE THE PURPOSBE OR FUNCTION OF THE BERIES )

Copies of grants, budget printouts and printed reference material used as backup copies
Also includes correspondence, blank forms, copies of personnel files
(Originals with State Office) and worksheets for reports.

7. RECORD SERIES FORMAT(S) 8.
X% LETTER SI1ZE O MICROFILM
O LEGAL SI1ZE O COMFUTER TAPE

&omn BOOK O FLOPPY DISK

0O AauploO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9,
X8 ALPHABETICAL
0 NUMERICAL
D CHRONOLOGICAL,
O GEOGRAPHICAL
0O OTHER(SPECIFY)

VOLUME
¥& FILE DRAWER(S)
O MICROFILM REEL(S)

] O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

10, ANNUAL ACCUMULAT ION
XX FILE DRAWER(S)
3 O MICROFILM REEL(S)
ROMBEER O COMPUTER TAPE(S)

O OTHER|SPECIFY)

IV piLE 1S USED

D palLY

0 WEEKLY & MONTHLY

INACTIVE AFTER

FXeAR(S)

12. pILE BECOMES
2

o
MONTH(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Garvey Center - In-Home Services office

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti® vES, sPECIFY s08ENCY OR OFFicCE)
0vyes R NO

0 YES X8 NO
CITE LAW|(B) & REGULATION(S)

15. ACCESS RESTRICTIONS
(ir ves,

16. AUDIT REQUIREMENTS

EXNONE D STATE 0O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1r YES.E>PLAIN
BREIEFLY ARD DESCRIBE ANY HARDIARE/BOFT'{ARE)

O YyEs XXNoO

18. RECOMMENDED RETENT ION reer Y,

Retain 1 year or until- admlplst;apave

use completed. EJ"’E,ﬂ»V Rt X
i

s . o - \

“
PP ¢

l!. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20,

TELEPHONE NUMEER
(301) 475-7844

WA

DATE . - .

‘9/7/89

21.

DGS 550-4 (REVISED 2/87)




IHNSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WIiTH RECORDS RETENTION SCHEDULE
(DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

c697
AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

g

PAGE g OF

DEFARTMENT / AGENCY

St. Mary's County

2. PIVISION

Office on Aging

3. WNIT

In-Home Serwvices

DEF INIT | ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY WFILED
REFERENCE AS WELL AS RETENTION AND DISPOS

|

4. RECORD SERIES TITLE
Log-In Sheets

1TION PURFOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
TO 1987

6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF
‘IN PHE SERIES.

message relayed to.
reports.

Phone log for client messages.
Information was included in units

INCLUDE

Entries contain name of

INFOMTION/DOCMNTB/'OM FOUND
THE PURPOSE OR FUNCTION OF THE BEFIES )

caller, message and aide
of service for quarterly

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. VOLUME
XX LETTER SI1ZE O MICROFILM O ALPHABETICAL XX FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL 3 O COMPUTER TAPE(S)
NUWBER 0 oryrp( sPECIFY)
*ouqn BOOK O FLOPPY DISK XX CHRONOLOG | CAL
o o o
AUDIO TAPE VIDEO TAPE GEOGRAPH | CAL 10. ANNUAL ACCUMULAT 1ON
0 OTHER(SPECIFY) D OTHER(SPECIFY) O FILE DRAWER(S)
D MICROFILM REEL(S)
RUMSER O COMPUTER TAPE(S)
0 OTHER|SPECIFEY)
L 11 pye 1s usep 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY &X MONTHLY 0 YEAR(S)

NéEEEF *® MONTH(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
Garvey Center - In-home Services office

0 YES & NO

14, I8 RtCORD SERIES DUPL ICATED ELSEWHERE?
(1® ves, spECIFY raENCY OR OFFicE)

15. ACCESS RESTRICTIONS

O YES
(vr vyes, ci1TE LAW{8) & REGULATION(S)

g& NO 16.

AUDIT REQUIREMENTS

XB NONE O STATE O FEDERAL U INDEPENDENT

17.

D YES XX NO

IS AN INDEX SYSTEM USED? (I1r YRS.EXPLAIN
BRIEFLY AND DESCRIEE ANY HARDWARE/SOFTWARE )

RECOMMENDED RETENT |ON
Retain 1 year, then destroy.

19. NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMEER
(301) 475-7844

21. DATE

9/7/89

DGS 550-4 (REVISED 2/87)




INSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 850-1)

RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

Ce47
DEFARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

PaGe (» oF _9

DEFARTMENT / AGENCY 2. DIVISION

St. Mary's County

Office of Aging

3. WNIT

In-Home Services

4. RECORD SERIES T

Senior CoordinateéThgmmunity Care (Gateway II) - Client Files

DEF IN1T | ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

AND USED A8 A UNIT FOR
LYION PURPOSESR

5. EARLIEST YEAR/LATEST YEAR
agtive To _dpactive

‘IN THE SERIES.

information.

| 8. RECORD SERIES DESCRIPTION (PR!XFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
i INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES)
Folders on active clients containing STEPS evaluation, intake form, income criteria

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

£ LETTER SI1ZE O MICROF ILM O ALPHAEETICAL

O LEGAL SIZE O COMFUTER TAPE B NUMERICAL

&J\.ND BOOK O FLOPPY DISK 0 CHRONOLOG ICAL
O AUDIO TAPE O VIDEO TAPE

0 GEOGRAPHICAL

O OTHER(SPECIFY) O OTHER(SPECIFY)

8. VOLUME

¥YXFILE DRAWER(S)
9 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER o oryrp(sPECIFY)

10. ANNUAL ACCUMULAT JON
@ FILE DRAWER(S)

( O MICROFILM REEL(S)
pmgszwtl COMPUTER TAPE(S)

[n] QTHER|SPECILFY ) .
| 1. piLE 15 UsED 12. FILE BECOMES INACTIVE AFTER
O DAILY D WEEKLY B MONTHLY clients leavae wcrrmi(s) O YEAR(S)
_RUNBER

! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM)
Garvey Center - In-Home Services office

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sPECIFY rGENCY OR OFFicE)
0 YyEs XNO

15. ACCESS RESTRICTIONS *vyes 0O no
(1P yES, cITE LAW(8) & REGULATION(S)
MD Annotated Code State Gov. §10-616c

16. AUDIT REQUIREMENTS

GNONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YES,.E)PLAIN

18. RECCMMENDED RETENTION
BRIEPLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Ovyes B NoO

Retain in office until tranﬁgg;red to

inactive files. Mvw,wﬁ'jfgz %

e e VYR

PR BT

‘3& o .E‘

® ‘* :
- — :

' g

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBEER z&" DATE B

Jan Blodgett/County Archivist (301) 475-7844 ; 9/7/89 . t

DGS 550-4 (REVISED 2/87)



INSTRUYCTIGHNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD

CbY7
AGENCY RECORDS INVENTORY

St. Mary's Gounty

Office on Aging

P.O. BOX 273 PAGE 7 OF q
({DGS 8580-1) JESSUP, MARYLAND 20794
DEFARTMENT /AGENCY 2. DIVISION 3. WNIT

In-Home Services

DEFINIT I ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOS

Senior Coordinated Community Care — Client Folders

AND USED AS A UNIT FOR
ITION PURPOSER

s. m'lﬁsr YEAR/LATEST YEAR
inachigees TO e

| 6. RECORD SERIES DESCRIPTION (PR'EFLY DESCRIBE THE TYPES OF INFORMAT!ON/DOCUMENTS/FORME FOUND

and personal history cards.

‘IN FHE SERIES.

INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFRIES)
Client folders for deceased clients containing STEPS evaluation, eligibility form,

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM
BXLEGAL S1ZE 0O COMFUTER TAPE

‘l}x&un BOOK O FLOPPY DISK

D AupDlO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
& ALPHAEETICAL
O NUMERICAL

0 CHRONOLOGICAL,

0 GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME
* FILE DRAWER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER O orHER(SPECIFY)
10. ANNUAL ACCUMULAT iON

¥k FILE DRAWER(S)
" O MICROFILM REEL(S)
RUMEER O COMPUTER TAPE(S)

8] OTHER({SPFCIFY )

1% piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O DAILY D WEEKLY & MONTHLY 1 O MONTH(S) ¥ YEAR(S)
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
(1» vyES, sPECIFY raENCY OR OFFicCE)
Garvey Center — In-Home Services office 0O yEs B&xno
15. ACCESS RESTRICTIONS xBXYES O NO 16. AUDIT REQUIREMENTS
{ir vyEs, ciTE LAW(B) & REGULATION(S)
BXNONE O STATE O FEDERAL 0O INDEPENDENT
MD Annotated Code State Gov. §10-6l6c

17.

0 vyes ¥ no

IS AN INDEX SYSTEM USED? (i1r YRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

RECOMMENDED RETENT JON

Retain 7 years after death of client.
Retain 1 year in office, then transfer
to County Records Center and Archives.

3 4

19, NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

21. DATE

9/7/89

DGS 350-4 (REVISED 2/87)



INSTRYCTIQMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

47
DEFARTMENT O G S
RECORDS MAN;GEEMEENTRA:IVTZ;:ES AGENCY RECORDS INVENTORY
7275 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

pace _8_or _9q

DEFARTMENT / AGENCY

St. Mary's County

2. DIVISION 3. WINIT

Office on Aging In-Home Services

DEFINITION-RECORD SERIES-A GROUP

OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

! 4. RECORD SERIES TITLE

REFERENCE AS RELL AS RETENTION AND DISPOSITION PURPOSBES

5. EARLIEST YEAR/LATEST YEAR

' Senior Coordinated Community Care - Administrative files —086 T 4382
| 6. RECORD SERIES DESCRIPTION (PR!XFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BERIES)

on Aging. These files used for

Copies of line-item expenditures, intake forms/applications, fiscal worksheets, contracts
and invoices related to Senior Coordinated Community Care program. All of the fiscal
information is duplicated and the record copies held by the Finance Division of the Office

director's backup and reference.

7. RECORD SERIES FORMAT({S)
D LETTER SIZE DO MICROFILM
8% EGAL SIZE 0O COMFUTER TAPE

‘l.am:m»aoox O FLOPPY DISK

O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
x% ALPHABETICAL HX FILE DRAWER(S)
O MICROFILM REEL(S)
0 NUMERICAL .% 0 COMPUTER TAPE(S)
N BE
O CHRONOLOGICAL O OTHER(SPECIFY)

a OGRAPH | CAL
GE ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) , ZFILE DRAWER(S)
6 DO MICROFILM REEL(S)
ROWBEPR O COMPUTER TAPE(S)
0 OTHER({SPECIFY)

I 1. piig 1S useD

12. FiLE BECOMES INACTIVE AFTER

0 pAILY O WEEKLY B XMONTHLY L O MONTH(S) XX YEAR(S)
NUMBER
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
{ir ves, speciFy saency OR oOFrFicE) .
Garvey Center - In-Home Services office EXYES O No Finance Division/Office on Aging
15. ACCESS RESTRICTIONS 0O YyES x& NO 16. AUDIT REQUIREMENTS

(1» ves, ciTE LAW(8) & REGULATION(S)

xBxNONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p

BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

0 yes Q(x NO

YRS EXPLAIN 18. RECOMMENDED RETENTION

.

Retain 1 year or until administrative
value ceases.

. 4

18. NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMEER 21. DATE
(301) 475-7844 9/7/89

DGS 550-4 (REVISED 2/87)



INSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

(DGS 880-1) JESSUP,

 —-—

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 273

MARYLAND 20794

CL47
AGENCY RECORDS INVENTORY

PAGE 9 or 9

EFARTMENT / AGENCY 2. DIVISION

St. Mary's County

Office on Aging

3. WINIT

In-Home Services

DEF INI1T1ON -RECORD SERIES-A GROUPF OF RELATED RECORDS NORMALLY WILED

AND USED A8 A UNIT FOR

4. RECORD SERIES TITLE

Lifeline Service

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
actiwiew—m TO dnactive

‘FHE SERIES.

with the system.

Printed materials, promotional materials, monthly monitor reports.
to monthly reports filed with fiscal division, reports contain notices of any problems

8. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

INCLUDE THE PURPOBE OR FUNCTION OF THE SEFIES )

All bills related

7. RECORD SERIES FORMAT(S) 8.
D LETTER S1ZE D MICROFILM
BXEGAL SIZE 0 COMFUTER TAFPE

&omn BOOK O FLOPPY DI1SK

0O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
G ALPHABETICAL
O NUMERICAL -

O CHRONOLOGICAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME
& FILE DRAWER(S)
O MICROFILM REEL(S)

ceke O COMPUTER TAPE(S)
NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

" XX FILE DRAWER(S)
4 O MICROFILM REEL(S)
ROWEER O COMPUTER TAPE(S)

O OTHER|SPECIFY)

FILE 1S USED
Q palLY

0 WEEKLY & monNTHLY

12. lFILE BECOMES INACT!VE AFTER

O MONTH(S) B yEAR(S)

! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
. f{ir vyes, sPEcIFY raENcY OR OFFicE)
Garvey Center - In-Home Services 0 YEs X8 NoO
15. ACCESS RESTRICTIONS O YES aNo 16. AUDIT REQUIREMENTS
{ir yES, CITE LAW(SB) & REGULATION(S)
BXNONE O STATE O FEDERAL 0O INDEPENDENT
it &
1 "'-“w@& i
17. 1S AN INDEX SYSTEM USED? . e
(1r ves, mxrLaIN 18. RECOMMENDED m-:TEN'rloNE“ FR s o as s b

BEIEFLY AND DESCRIBE ANY HARDBWARE/SOFTWARE )

O YEs XX NoO

Retain printed material untll superceded
or administrative value ceases., Retain
monthly monitoring neports for 'l year, then
destroy. ! [

k]

[ 2
4 :
¥ "

A, ey A4

s
IR o
o e

s e

1!. NAME AND TITLE OF PREPARER 20.

Jan Blodgett/County Archivist (301) 475-7844

TELEPHONE NUMBER

ot

21. DATE

9/7/89

DGS 550-4 (REVISED 2/87)



